structor: James Rathke, P.E.
Assisted by:

@ Federal Highway Administration — Western Federal Lands Highway Division



2007 Construction Staff Orientation — Project Documentation

To discuss what to record in your
diary, what to look for in reviewing
the contractor’s daily records, how
to document events with photos
and how pay notes should be
recorded.

@ Federal Highway Administration — Western Federal Lands Highway Division



Project Docume

Jaily Record of Const Ops
tor Quality Report

otographs

Pay notes

@ Federal Highway Administration — Western Federal Lands Highway Division



nstruction Manual Section 2-4

@ Federal Highway Administration — Western Federal Lands Highway Division


Presenter
Presentation Notes
Had copies of example diaries – green bound book, loose typed – flipped through and showed how different PE’s write things.  Used a PE that had typed diary with pictures imbedded.



Stressed some type of separation between topics so skimming is easy to read.



Showed little green book or other “scratch” paper books that could be used to take notes on contractor daily notes.  Stated that if concerned about internal conversations – need to document, they should do it in another format – make a folder/binder of hot issues and write memos or copies or put copies of e-mails in there so they will have it for later.


D2007 Construction Staff Orientation — Project Documentation

e Maintaining a diary is an option!
This Is a required daily task and one of the
things you are paid to do!

e No matter what system you use you heed
to keep your diary current and maintain
the document’s integrity.

@ Federal Highway Administration — Western Federal Lands Highway Division


Presenter
Presentation Notes
Emphasize this is not an OPTIONAL assignment.



Stress that they need to develop a system so that they stay current through out the day and that the diary is always up to date.



You are being groomed to be project managers.  Your diaries are only going to get more in-depth.  If you can’t develop a good habit and keep up now how do you plan to stay ahead when you are a project manger.




D2007 Construction Staff Orientation — Project Documentation

e TOC
e TOC

e TOC

ocument t
ocument t
ocument t

ne work progress
ne site conditions

ne Contractor’s ability (or

Inability) to perform its work

e To provide valuable information necessary
to accurately reconstruct the events of the
project in preparation of a claim

@ Federal Highway Administration — Western Federal Lands Highway Division


Presenter
Presentation Notes
Focus on the business.  Fact not opinions.  No character assessments.



Also, a diary is for documenting the business and not what you did through out the day.




D2007 Construction Staff Orientation — Project Documentation

e Consistency!

— Be consistent in recording of events,
especially regarding potential claims.

e Failure to record an event

— Once the responsibility of a diary Is
undertaken, failure to record an event carries
the implication that the event did not
happen, was insignificant, and threatens the
credibility of the document.

@ Federal Highway Administration — Western Federal Lands Highway Division


Presenter
Presentation Notes
Don’t pick and choose events to document.


er Conditions
g and Afternoon
of Inspectors (PE Only)
A Dbrief entry of duties
e \isitors

— Names and Purpose of Visit

e Erosion Control & Environmental
concerns

@ Federal Highway Administration — Western Federal Lands Highway Division


Presenter
Presentation Notes
Why morning and afternoon?  Because the weather changes!



Make sure you know the contractor’s schedule and if they have experienced delays be sure you record temperature weather sensitive data.  Example:  Late October and you are scheduled to pave.  Make sure and note what time you get the minimum temperatures.


What to |

d to schedule
s why

y Hazards & Corrective Measures
Accidents

e Traffic Control & Signing

@ Federal Highway Administration — Western Federal Lands Highway Division


Presenter
Presentation Notes
Regarding progress make sure you understand how the work you are inspecting is tied to the contractors critical path.


Conduct
— Changes
— Interpretation of Specifications
— Progress

@ Federal Highway Administration — Western Federal Lands Highway Division



on that may be needed

culties encountered and reasons why
elays by contractor or Government

e Improper use of equipment

« Inefficient operations

@ Federal Highway Administration — Western Federal Lands Highway Division



D2007 Construction Staff Orientation — Project Documentation

e |nformation that should be in Contractor’s Daily
Report

e Conversations with PE, COEs, Legal and other
Government People

e Fleld Measurements

e Blow by blow account of what you did on
project or in office

e General or vague statements
e Derogatory or unprofessional statements

@ Federal Highway Administration — Western Federal Lands Highway Division


Presenter
Presentation Notes
Don’t put anything in your diary that could cause someone to question your integrity.



Focus on the business.  No character assignations.



Remember a diary is for the work and not your actions.


What about Rec

2 done In Government Diary
lone on “scratch” paper

e Contractor’s Daily Is checked — the
scratch” paper should be tossed

e Don’t need to duplicate Contractor’s Diary
— just enough info to check

@ Federal Highway Administration — Western Federal Lands Highway Division


Presenter
Presentation Notes
Why throw away the scratch paper?  Multiple sets of documents are a problem.


ust be printed and signed

Recordings
— Must be transcribed and signed

e Photos
— Include If it helps describe a condition

@ Federal Highway Administration — Western Federal Lands Highway Division


Presenter
Presentation Notes
Show example of Green Book and Typed Diary.


Timeliness

orint out daily and sign

@ Federal Highway Administration — Western Federal Lands Highway Division


Presenter
Presentation Notes
Can’t emphasize enough the importance of staying current on writing diaries.  


Reviewing Di:

w at least the PE’s diary —

@ Federal Highway Administration — Western Federal Lands Highway Division


Presenter
Presentation Notes
You probably don’t want you COE to find out that you haven’t been keeping your diary current.


D2007 Construction Staff Orientation — Project Documentation

e No Gravel Haul tonight because no areas
are ready for Base Rock.

e Contractor Hauling Base Rock today.
Took three tests from road. Mailed these
along with one from yesterday to
Vancouver.

e Checked subgrade stations 34+400 to
35+000. It was all within tolerance.

@ Federal Highway Administration — Western Federal Lands Highway Division


Presenter
Presentation Notes
Yes – even though somewhat general – but it does tell an important fact related to schedule– if the contractor was 2 weeks out on base placement, you wouldn’t be writing this.



No



Yes – even though it is what you do – it does indicate the contractor’s quality.  Maybe if you have a survey book set up, you would include this in that – concern is to know when you checked, especially if it was out of tolerance and you have to check again.  Would not list the actual points checked and details of survey.


D2007 Construction Staff Orientation — Project Documentation

e Spent two hours cleaning out Gov't
vehicle — Jim didn’t clean 1t before he left.

e Tom (tester) tried to take density tests at
(8+200 culvert. He did not have the

maximum density or optimum moisture
content with him.

@ Federal Highway Administration — Western Federal Lands Highway Division


Presenter
Presentation Notes
No



Yes


D2007 Construction Staff Orientation — Project Documentation

e At 1:00 pm Josh (flagging subcontractor
foreman) stopped me and told me that
the flagging signs are not getting put up
and It’s out of his control. He said that he
IS appalled with the complete lack of
communication with Prime contractor.

@ Federal Highway Administration — Western Federal Lands Highway Division


Presenter
Presentation Notes
Yes – 

Why?

Documents a problem w/ management of the contract

References a traffic control problem and the contractors awareness of the problem.


D2007 Construction Staff Orientation — Project Documentation

e Test results (gradation) are not good. It
appears as If test results are not being
computed right.

e At 10:00 am the loader operator was
stockpiling finished product and let the
feeder at the crusher run out. This will
cause Iinconsistency in the product.
Crusher Is producing 30101.

@ Federal Highway Administration — Western Federal Lands Highway Division


Presenter
Presentation Notes
Maybe – you should be able to determine if results aren’t computed correctly and say they are not, instead of appears.  Should have more detail on what is out of tolerance.  However, if it’s the end of the day and you are going to be gone for a week and you don’t know any more details and can’t determine them before you leave, then this is better than nothing.



Yes


D2007 Construction Staff Orientation — Project Documentation

e Contractor has 15 trucks hauling base rock
today.

e Contractor Superintendent stated that clay
IS being encountered at about 7 feet in the
NE corner of the pit. | looked at the area
and agree that there iIs a clay layer at about
[ feet below surface.

@ Federal Highway Administration — Western Federal Lands Highway Division


Presenter
Presentation Notes
No – should be in contractor’s daily



Yes – it’s ok and encouraged to state the facts in this case.


Advice on How

you are keepi

or so go back and review
using the Const. Manual as

Keep a copy of the Const. Manual pages
with you on the project.

e Ask the PE for feedback. They are the
ones responsible for the project records.

@ Federal Highway Administration — Western Federal Lands Highway Division



@ Federal Highway Administration — Western Federal Lands Highway Division



Contractor’s Dal

Constructic

@ Federal Highway Administration — Western Federal Lands Highway Division


Presenter
Presentation Notes
Showed examples of some – including some with Foreman’s reports attached.


What Should be

Contractor’

aither/Which contractor or
or the report covers

ent hours
bor hours

e \What they were doing — meaningful
description of the work

@ Federal Highway Administration — Western Federal Lands Highway Division



What Should be |

Contractor’s Dz

ent (in and out)
what did the contractor

ents — contractor’s opportunity to
otify us of things

@ Federal Highway Administration — Western Federal Lands Highway Division



Why is this informatio

5 are signing and agreeing

emporaneous Document
— At the time the work was done
— Often pre-dispute

@ Federal Highway Administration — Western Federal Lands Highway Division



What 1s the informe

ontractor’s progress
t In pricing out changes
ows contractor to warn you of
changes/concerns

— To develop estimates of amount of work
completed

@ Federal Highway Administration — Western Federal Lands Highway Division



What 1s the informe

used in claim analysis and
on support

s a record of what both parties agreed to
during the actual events

— You will use it if you are In litigation to
remember details

@ Federal Highway Administration — Western Federal Lands Highway Division



() states to use
Or an approved alternate.

at’s an approved alternate...

@ Federal Highway Administration — Western Federal Lands Highway Division



ather/\Which contractor or
tor the report covers

ment hours
abor hours

e \What they were doing — meaningful
description of the work

@ Federal Highway Administration — Western Federal Lands Highway Division



yvement (in and out)
— what did the contractor

omments — contractor’s opportunity to
notify us of things

@ Federal Highway Administration — Western Federal Lands Highway Division



Contractor C

0 If you disagree?
) on the disagreement —

ect the diary and return a copy to the contractor.
or -

— Keep a copy and return the original to the contractor
for correction. (Once you get the corrected original
back — toss the copy) — or -

— Sit down with the contractor to review and correct
together.

@ Federal Highway Administration — Western Federal Lands Highway Division



2007 Construction Staff Orientation — Project Documentation

e \What do you do Iif information is missing?

e Depending on the type of information and
frequency —

— Add the information and return a copy to the
contractor. — or -

— Keep a copy and return the original to the contractor
for corrections. (Once you get the corrected original
back — toss the copy) — or -

— Sit down with the contractor to review and correct
together.

@ Federal Highway Administration — Western Federal Lands Highway Division



How do you get the

ple and provide to the

e contractor a project stamp to use
out the top part of the diary

e Offer to review prior to submission to give
comments

@ Federal Highway Administration — Western Federal Lands Highway Division



2007 Construction Staff Orientation — Project Documentation

e First few times turn back a diary — review
It In person with contractor

e Focus on diaries at the beginning of the
project and when multiple operations start

e Spend time with contractor at beginning
of project to review project expectations

@ Federal Highway Administration — Western Federal Lands Highway Division



2007 Construction Staff Orientation — Project Documentation

e Relay to the prime contractor that you
expect them to assist their subcontractors

e Focus on all new subcontractor diaries

e If contractor Is willing, review their
Foreman's report (if they have one) — it
may work for their diary with minor
modifications

@ Federal Highway Administration — Western Federal Lands Highway Division



@ Federal Highway Administration — Western Federal Lands Highway Division


Presenter
Presentation Notes
2005 I was asked: What do you do if you just can’t get them to provide adequate documentation?

Discuss with them

Education on why they need to do it

Escalate the issue if needed

Consider with advice from those above some of the penalties in the contract

Maybe just accept.




Contractor Que

acts - SCR 153.04
/ hew SCR

@ Federal Highway Administration — Western Federal Lands Highway Division


Presenter
Presentation Notes
Showed real examples – read from some – discussed “new” nature of this spec and how it is still a work in progress and that we can get the best we can get.  In all cases you are trying to get the best – but it’s not a shut-down the job offense if it’s not perfect.  Example of first year QC Report and second year – improvement, but still not perfect.



Appendix D of Filed Note Sample Book
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AL HIGHWAY ADMINISTRA
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&l0 E. 5% 3. Vancouver, Wik glon P66 1

i-‘m-jm_'.t Mame: i-‘m-jm_'.t Hum‘h:r'__
Date of inzpection: Weather _
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the requirements of the contract.  Any exceptions to this
cemtficaton are documentad as a part of thas record

Eeparted by: Bewiewed by

FHWA Bepresentative




2007 Construction Staff Orientation — Project Documentation

(b)(1) QC Reports — states “ Report Quality
Control meetings, inspections,
measurements, testing activities,
corrective actions and discussions....
Documents findings such as deficiencies
found in the work...describe corrective
actions......

@ Federal Highway Administration — Western Federal Lands Highway Division



2007 Construction Staff Orientation — Project Documentation

For each aspect of work, record the phase
the work Is in and document all quality

control and assurance activities assoclated
with this work.

For example:

“Staking and surveying — proauction phase —
spot checked some of the slope stakes “
Make sure information Is specific. Where
spot checked and what were findings

@ Fed(éé%ﬁmaon — Western Federal Lands Highway Division



The repor

control Installation — production
ase — checked silt fence and straw bale
Installation — all installed per contract.”
Make sure specific locations and
Installations are described.

@ Federal Highway Administration — Western Federal Lands Highway Division



2007 Construction Staff Orientation — Project Documentation

List deficiencies and corrective actions taken or
scheduled to be taken.

For example:

“Staking and surveying — proauction phase —
spot checked some of the slope stakes and found
four hubs between Stations 15+300 and 15+500
off between 30 mm and 70 mm in vertical.
Surveyor went back and corrected this area and
the rest of his work from this date.”

@ Federal Highway Administration — Western Federal Lands Highway Division



2007 Construction Staff Orientation — Project Documentation

Another example of deficiencies and
corrective action:

‘Erosion control installation — proaduction
phase — checked silt fence and straw bale
Installation — “had laborers reinstall silt
fence between 15+000 and 15+1100 per
contract.”

@ Federal Highway Administration — Western Federal Lands Highway Division



2007 Construction Staff Orientation — Project Documentation

Document meetings or discussions
concerning guality control and assurance
ISSUES.

For example:

“During weekly meeting | brought up my
concerns with the construction of the wall
at 18+230 — the backfill operation is
getting ahead of the compaction...”

@ Federal Highway Administration — Western Federal Lands Highway Division



2007 Construction Staff Orientation — Project Documentation

Another example of meetings or
discussions:

“All corrective work at the mitigation site
Is completed. Bill (FHWA ) said he
thought they were OK, but he'd look at it
tomorrow,” What was the corrective
work?

@ Federal Highway Administration — Western Federal Lands Highway Division



The repor

results from the day’s

Excavation/embankment — proauction —
Completed compaction test (attached) for
Stations 13+300 to 13+980. All passed.”

@ Federal Highway Administration — Western Federal Lands Highway Division



2007 Construction Staff Orientation — Project Documentation

e Information is missing?
e Depending on the type of information and
frequency —

— Add the information and return a copy to the
contractor. — or -

— Keep a copy and return the original to the contractor
for corrections. (Once you get the corrected original
back — toss the copy) — or -

— Sit down with the contractor to review and correct
together.

@ Federal Highway Administration — Western Federal Lands Highway Division



h the Report?

on the disagreement —

ect the report and return a copy to the
contractor. — or -

— Keep a copy and return the original to the contractor
for correction. (Once you get the corrected original
back — toss the copy) — or -

— Sit down with the contractor to review and correct
together.

@ Federal Highway Administration — Western Federal Lands Highway Division



How do you get

Quality Repor
/ as with the Contractor’s
d of Construction Operations

Up an example and provide to the
yntractor

Offer to review prior to submission to give
comments

@ Federal Highway Administration — Western Federal Lands Highway Division



2007 Construction Staff Orientation — Project Documentation

e First few times you turn back a report —
review It In person with contractor

e Focus on reports at the beginning of the
project and when multiple operations start

e Spend time with contractor at beginning
of project to review project expectations

@ Federal Highway Administration — Western Federal Lands Highway Division



@ Federal Highway Administration — Western Federal Lands Highway Division



nstruction Manual Section 2-7

@ Federal Highway Administration — Western Federal Lands Highway Division


Presenter
Presentation Notes
Showed print photos and labeling, showed several examples of digital print outs and labeling of such – one was hp software, one was thumbnail with some notes on it. Also recommended using folders and subfolders.



Current photo software is JASC Paint Shop Photo Album


Photogr

ent conditions and progress on the

otos are used to...
— Defend claims

— Refresh your memory
— Show others the work

@ Federal Highway Administration — Western Federal Lands Highway Division


Presenter
Presentation Notes
Side Note – Take photos at the highest resolution possible then use a software program to reduce size if needed.


2007 Construction Staff Orientation — Project Documentation

 Unusual conditions — flooding, slope
failures, cave-ins, etc.

— Prior to the condition being disturbed

e Actual conditions — when a Contractor
alleges a differing site condition

e Unusual features
e |nnovative construction methods

@ Federal Highway Administration — Western Federal Lands Highway Division



What to take r

— for example,
s outside ROW, equipment
J on project that hasn’t been clean

ork that is in dispute
Acclidents

@ Federal Highway Administration — Western Federal Lands Highway Division


Presenter
Presentation Notes
Keep in mind that disputes are not always obvious.  Example delays due to poor workmanship may not seem like much until the next year when the contractor tries to blame Gov’t for the delay.


What to take r

(photographic history)
struction starts

g major activities

After construction completed

— From the same vantage point and of the same
view

@ Federal Highway Administration — Western Federal Lands Highway Division



Before you take

taking this photo?
N Will 1t be used?

ould a layperson unfamiliar with
construction understand what you are
depicting?

Make the photo meaningful

@ Federal Highway Administration — Western Federal Lands Highway Division


Presenter
Presentation Notes
Tips for documenting a photo – 


2007 Construction Staff Orientation — Project Documentation

e A photo Is worth a thousand words — but
It needs some info to make it usable...

— Date (need to know what date the photo was
taken)

— What (need to know what the photo Is of —
location, direction looking, feature of photo)

— May need reference scale (hard hat, person,
etc.)

— Who took the photo

@ Federal Highway Administration — Western Federal Lands Highway Division



2007 Construction Staff Orientation — Project Documentation

e Either method Is ok to use.

e Print — need to label the back of the
nhoto

e Digital — need to label the image some
now — naming of file, grouping in folders
and naming of folder, photo software

e Video — Same rules apply

@ Federal Highway Administration — Western Federal Lands Highway Division



within
description or station
e board with description written

SIt fence with stationing painted on it.

e If the product will be buried you can write
on it with paint or Sharpie.

@ Federal Highway Administration — Western Federal Lands Highway Division



Examples
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Examples

Federal Highway Administration — Western Federal Lands Highway Division



@ Federal Highway Administration — Western Federal Lands Highway Division



Examples
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Examples

i

o

Federal Highway Administration — Western Federal Lands Highway Division



) of Contract

Note Samples Book and Section
of Construction Manual

@ Federal Highway Administration — Western Federal Lands Highway Division


Presenter
Presentation Notes
Stressed that it’s up to the contractor to write up the pay notes and it’s better to give them some flexibility in the method and format – as long at it meets our requirements – really need to work with contractor to develop a system that works for them as well as us.


2007 Construction Staff Orientation — Project Documentation

e Purpose of pay notes - To record the
measurement of the work

e The contract defines the method of
measurement — the pay notes document
the quantity.

e Both parties sign — it Is an agreement of
what work was done.

@ Federal Highway Administration — Western Federal Lands Highway Division



de on all pay notes
ame and number

ract item number and name
Date the work was performed

— Location of the work

— Measured quantity (to the correct decimal)
— Calculations made to arrive at the quantity
— Supporting sketch and/or details as needed
— Names of persons measuring the work

@ Federal Highway Administration — Western Federal Lands Highway Division


Presenter
Presentation Notes
Why correct decimal – Because you want to the units to be consistent with the pay estimate.



One way to get this information is to provide the inspectors (and the contractor) with a copy of the zero estimate.


es are in the Field Note

@ Federal Highway Administration — Western Federal Lands Highway Division



Forms and other Admini

Informatio
/ide by Rich

@ Federal Highway Administration — Western Federal Lands Highway Division



@ Federal Highway Administration — Western Federal Lands Highway Division



Urth of one third of
0 equals?

20 50

@ Federal Highway Administration — Western Federal Lands Highway Division


Presenter
Presentation Notes
20
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